Points to Remember:
1.  Keep your monthly Government Purchase Card (CARE) log current.  Annotate your transactions as you make them.  

2.  Maintain all supporting documents (receipts, delivery tickets) with the month's log and bank statement in which they were billed.

3.  Keep your records for 13 months, then shred anything that has an account number on it.

4.  Know Pope's tax identification number.  I've added it to the excel spreadsheet for your convenience (93-1175599).

5.  Monitor your bank statement closely.  If anything is wrong, contact the vendor immediately and file a dispute with the bank.

6.  Ensure you "Get what you pay for" and  you "Pay for what you get".  When purchasing via Government Purchase Card, vendors are to ship and bill within 30-days of the order.  Although the Billing Official must authorize purchases, Cardholders are the key to ensuring this is accomplished.  

7.  Read Air Force Instruction 64-117 dated 6 December 2000.  Keep it on your PC hard drive for quick reference.

8.  Contact the Budget Office ( 4-1339) when you need to know if certain items may be purchased with appropriated funds.  

9.  Support IEU for those type items.

10.  Obtain approval, clearance, MSDS info when purchasing hazardous materials.

11.  Obtain approved AF Form 3215 from 43 CS when purchasing computers/software and utilize existing contracts.

12.  Use the mandatory DAPS Contract for reproduction, not "Speedy Printing" downtown.

13.  When purchasing furniture, you must buy from UNICOR Federal Prison Industries unless you obtain a written waiver from them to purchase elsewhere.  (Dormitory furniture is exempt from this requirement).
